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A little humor 

It’s scientifically proven that an afternoon nap improves 

productivity, so I’ve scheduled a records management 

PowerPoint presentation for 2:25pm today. 



Agenda 

Agenda 

• Importance of Partnerships 

• Down to Basics – The What and the Why of Inventories 

• Functions and Components of Records Inventories 

• A Case Study 
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Importance of Partnerships 

Importance of Partnerships 

• Are you driving efficiencies? 

• How effectively are you handling your inventories? 

• Are you partnering with the right people? 
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Down to Basics  

Down to Basics of Records Management 

• Records Inventories 

• What do they entail? 

• Why do we do them? 

4 



CFR Requirements 

Down to Basics of Records Management (cont’d) 

• CFR Requirements 

• 36 CFR 1220.32(c) – Records are available when needed, where needed, 

and in a usable format to conduct agency business 

• 36 CFR 1222.28 (c) – Identification of the location of the records and the 

staff responsible for maintaining the records 

• 36 CFR 1225.12(b) – Prepare an inventory for each function or activity to 

identify records series, systems, and nonrecord materials. 

• 36 CFR 1238.22(c) – To facilitate inspection, the agency must maintain an 

inventory that lists each microfilm series… 
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DOE Order 

Down to Basics of Records Management (cont’d) 

• DOE O 243.1A – 4.b and CRD 1.c 

• Maintain up-to-date inventories, file plans, or electronic information systems 

that provide for the identification, location, and retrieval of all categories of 

records created and received in the course of official business. 
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Records Inventories 

Records Inventories 

• How are you going to do them more efficiently, effectively, and 

strategically? 

• Start your partnership! 

• Think outside the box! 
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What is it you need? 

Records Inventories - What is it you need? 

• Where are the records stored? 

• What record types are at each of those locations 

• Who is responsible for them at each location 

• Once we know this information, how do we keep it up-to-date? 
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Where are your records? 

Where are your records? 

• Initial Inventories 

• Provide Training 

• What to look for? 

• Who to talk to? 

• How to identify records vs. nonrecords 

• Categorizing Records and Nonrecords 

• Have a listing of all available record types to choose from 

• Allow the ability for users to select from this listing 

• Have this information available in a site-wide system 
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Who is responsible? 

Who is responsible for them at each location? 

• Responsibility for each record locations needs to be established 

• Only trained personnel or custodians? 

• How will you communicate their roles and responsibilities? 

• Policies and procedures in place and up-to-date to implement? 
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How to keep it up-to-date 

Once you know this information, how to keep it up-to-date? 

• Do people move around frequently at your site? 

• How will you track when areas need to be reassigned? 

• How will changes to the schedules affect your inventory? 
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Case Study 

Case Study – What we did at the Idaho National Laboratory 

• Key – Knowing where to start 

• Policies and Procedures 

• Requirements Rolldown 

• Our document hierarchy 

• Program Description Document 

• Laboratory Wide Procedure 

• Templates and Forms 
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Partnering #1  
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What was next?   

Development of the INL Records Schedule Matrix 

• Oracle database of all the records schedules the INL uses. Includes: 

• A Uniform Filing Number 

• Descriptions, Disposition Authorities, Retention Periods, Citations 

• Destruction Moratoriums (if any) 

• Quality Assurance Scope/Type (if any) 

 

UFC Description

Disposition 

Authority
Retention 

Period

Retention 

(Requirement/Citation)

Destruct 

Moratoriums
Quality Assurance 

(Scope/Type)

6105  Spill Prevention Control and Counter-

Measures (SPCC) Records 

ENV2-b-5  Cutoff annually. 

Destroy 3 years 

after cutoff. 

40 CFR 112.7 EPI 

(Epidemiological) 

Sitewide / QA 

NonPermanent



Plan Number: PLN-970

Records Coordinator: Sundberg, Julie

Location: UB1 1NA102

UFC Record Description Categories

Disposition 

Authority

Destruct 

Moratorium(s)

 Retention 

Period

Retention 

(Requirement/

Citation)

Quality 

Assurance

Media 

Form

Request for proposal (FP)/Purchase 

Orders/ Subcontract - Procurement files 

including contract, statement of work, 

Requisitions, purchase orders, lease, 

bond, surety records, and related 

correspondence and papers pertaining 

to award administration, receipt, 

receiving acceptance inspection for 

payment for equipment, services, 

exceeding $100,000 and construction 

contracts exceeding $2,000.

Alternate Description:

PO/Subcontract

Comments:

This is for purchase orders or 

subcontracts over $100K. They are 

kept for 1 year and then sent to IRSC. 

1151  Request for proposal (RFP)/Purchase 

Orders/Subcontract FOR QUALITY 

SIGNIFICANT PROCUREMENTS 

Facility/equipment procurement 

packages exceeding $100,000 and 

construction exceeding $2,000. Vendor 

trip reports/review meeting minutes, bid 

package/abstract evaluation, design 

review package/comments/resolutions 

for quality systems, structures, and 

components.  

A18-35-b  EPI 

(Epidemiologic

al)

Destroy upon 

permanent 

removal of item 

from service or 

upon permanent 

termination of 

items use, unless 

the document will 

be applicable to a 

replacement 

item. 

Sitewide / 

  QA 

Lifetime

Electronic

Paper

Alternate Description:

QA Procurements

Comments:

This is to be used for QA Procurements 

which are maintained on a server while 

being worked. They will reside on the 

server until which time they are placed 

on EDMS. This is to be done in a timely 

manner. 

1151  A3-3-a-1-a  Cut off after final 

payment. Destroy 

6 years and 

3 months after 

final payment. 

Paper

Partnering #2 
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• Record Types Lists 

• Easily generated 

• Easily updated 

• Allows specific titles 

and alternate 

descriptions 

• Comment fields 

• Automatic changes 

 



Records Management Plans 
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Creating Records Management 

Plans 

• Fill-in-the-blank template 

• Standard text 

• Specifics for that organization 

• Table 

• Where all the organizations records 

are located 

• Who is responsible for them 

• Name of list the identifies the types of 

records at that location 



Completed Plan 

• Plans are reviewed annually 

• RM Review and approval 

• Quarterly metrics 

• Transfer/Termination notifications 

• Suggestion System 
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Web Listing of Plans and Lists 
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Partnering #3  

Enterprise Architecture – Records Analysis 

• All applications identified in our Enterprise Architecture database 

• Each application is required to perform a records analysis to determine 

the record elements maintained within the application 

• Record Data is assigned a UFC/Disposition Authority from the RSM 

• Data transfers are reviewed 
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A short break 
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What benefits have we realized? 

• Easily search and find who has specific records 

• Records Coordinators more comfortable and less 

overwhelmed 

• “Systems” with record data identified 
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Where are we today? 

We have three great tools 

• The Records Management Plans 

• The Records Schedule Matrix/Record Types Lists 

• Enterprise Architecture Records Analysis 

Where do we go from here 

• More seamless consolidation of our inventory information 

• Working on dynamic table replacement in plan   
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Questions? 
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Contact Information 

Lorrie A. Robb, CRM 
Records Officer 

Battelle Energy Alliance 

Idaho National Laboratory 

(208) 526-8161 

lorrie.robb@inl.gov 
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